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                                                        Report


        Introduction 
    In the following report I am going to analyse my academic and employability skills by referring to in-class exercise as well as published literature. We will be looking at what makes me employable after what I have learned during my first term of university. First and fore most the report I am writing will show how I gained employability skills.

       Employability skills also known as soft skills, represent the key factor in succeeding in any type of career. There are plenty of qualities the employers look forward to employees when recruiting but the most important skill is speaking and writing clearly and accurately.

       Time management  
   The course taught me how to use time effectively in order to improve my academic and employability skills proved me that being reliability and punctuality go hand in hand, I cannot be reliable if I am not punctual. Time management is not mandatory only in in student life but also in workplace. For example, arriving late at a meeting will prove unreliability. Being good at managing time is crucial in lots of different ways, research showed. Furthermore, George et al. research showed links between student skills to manage time effectively and academic success. My student life includes: taking notes, reading ,taking exams, and writing   assignments, all these activities take time this is  why a considerable amount of time should be used by every student who wants to develop knowledge and finally achieve final  goal, this is the reason time management is a key skill which gives  the opportunity to reflect and prioritise daily activities in order to be successful both in  workplace as well as in  studies. 
   The Time Management Matrix (Covey,1989), Stephen Covey developed this idea on how individuals priorities their activities based on two terms called urgency which means necessity of immediate intervention and importance which has to do with results, after noticing both employers and students struggle with time management . This is the way I ma1``nage my time most of the time and I think this idea is realistic. 

       Communication skills are the most looked after by the employers a study confirms.  There are many types of communication however the most important ones are verbal, non-verbal and written communication. I consider communication skills as being the most relevant and significant factor in succeeding with my studies because English being my second language was challenging.  At the beginning of the course I had some gaps in my verbal communication but throughout first term I started to notice an improvement in my verbal and written communication skills and started being more and more confident ,my desire to learn new things and  follow the career path I have ever wished for.  Nonverbal communication had taught me that body language is important at work as well as in university as it can confirm or contradict the verbal communication.
        Referencing is an area which a lot of new students struggle with, including myself. A commonly used style is Harvard referencing. When writing an academic report a lot of reading is necessary to help formulate ideas, it is important to acknowledge where the information was found not only to give credit to the person who wrote the academic work but also to avoid plagiarism. To show other people’s work in my there are two stages: citing and referencing. Citing is what I highlight in your text as the work of others. Referencing on the other side is where I give all the details of the source written in my work at the end.  Harvard referencing style was increasingly challenging for me as a new student because without it academic work would be marked as someone else’s work. The steps I took in order to improve my referencing skills were: first I started allocating more time studying and  using handbooks on Moodle  which is an accessible tool with relevant information, and second I started practising more and more referencing in other academic works I had to submit for my course.
        Plagiarsim means any piece of academic writing that is not referenced will result in a referral or accusation of plagiarism. 
Academic integrity means honesty in your academic writing, the ability to show where the ideas extracted from and present arguments. Plagiarism on the other hand looks at work student provide as theirs even if they consent.
Thomas Lancaster, a senior teaching fellow at Imperial College London and one of the UK’s leading experts on essay cheating, said: “A growing number of young people also feel more pressure than ever before, often turning to cheating to help them get through their degrees. It’s also easier to access websites that offer paid-to-order essays.”
There are many types of plagiarism and they are called bad practices: direct copying, word-switching, working with other students, concealing sources and re-using previous work.


        Summarising is a a daily activity, I may summarize something interesting I read in a book, a movie plot line for a friend or a lesson for a classmate who has been sick. It means identifying the main ideas of a text and organise them in a logical order. An effective summary must be clear so the reader to understand, essential information needs to be included as well as the writer should not go beyond the main points, specific ideas are not needed. A good summary should follow and maintain paragraphed structure: topic sentence, supported sentence and concluding sentences. The topic sentence of a summary needs to identify itself as a summary so the title, the author or the speaker should be included. The supporting sentences are the main points, it is necessary to follow the same order that the information was presented in the original material, in  the last one concluding sentence the writer needs to be objective and not express their own opinion or interpretation no matter how much I wished to. They should be included t is important to always remember that even when I summarize someone's work, I must acknowledge it, Shaun MacLeod (2016).

         Paraphrasing is an important academic skill which means expressing in a shorter, clearer way someone has said or written as well as it means changing the wording of a text so that it is significantly different from the original source, without changing the meaning. I always found paraphrasing interesting as I could play with words. ” Effective paraphrasing is a key academic skill needed to avoid the risk of plagiarism, and to demonstrate your understanding of a source. The unit focuses on techniques for paraphrasing as part of the note-making and summarising process,” (Bailey 44). Paraphrasing is almost like a translation, is taking something written in a particular style, using particular language and translating it into my own words. An effective paraphrase usually retains the same meaning, has different structure of the original source and has different vocabulary. 

        Presentation skills
    Around the world thousands of people give presentations every day, some are great and have a good impact on their audiences however some are not that fantastic. The delivery of information in order to accomplish a specific goal through verbal communication is called presentation. There are five steps in order to be able to make a successful presentation and these are: prepare for the presentation, structure the presentation, deliver the presentation, manage the emotions and use visual aids. Firstly, depending on target, audience and skills which will show how confident I am about doing this specific presentation. In order to have an effective presentation it is crucial to focus on audience and on what I have to say, this way is more likely to look more natural and comfortable. 
The audience needs to know you care about them. Research should be done and gathering the relevant information is essential also. Rehearsing will play a crucial part to succeed in the task.
    Power point is one of the biggest problem people have, often they believe that is their presentation but in fact I am the presentation, so the power point slides are just a visual aid. Moreover, the nerves can ruin a well-structured presentation. The best strategy to manage my nerves is to appear confident, as well as being realistic and imagine it is a conversation. Secondly, the closing of the speech needs to be followed by a clear idea. The two most important parts of a presentation is the beginning and the end of it so they need to be developed accordingly, Benjamin Ball (2011). 



      	 Listening skills are beneficial on academic, personal, romantic and social ground. 
    Listening as an employability skill means being able to listen to feedback and not only hear it but to improve wherever is needed. Retailed Best Buy are taking steps to improve on the ground that people gave feedback as a result to listening to customers (Reid,2014). They reward customers with gift coupons for the next purchases because of participating in giving feedback. Whether the company is physical placed (Best Buy) or virtual (Amazon) customers opinions and suggestions for improvements should be listened to, Quintanilla K. M. and Wahl, S. T. (2017).
    The first step to improve my listening skill was to realise that my listening was poor, I used   to believe if my hearing is good so is my listening. I believed hearing equals listening but in fact the two terms are not the same. Listening has become almost impossible due to the noisy and crowded world I live in and a lot of practice is necessary to enable me to develop an important skill which is so looked after nowadays. Maximising excellence as a listener can be challenging. Nicholas and Stevens (1957) claim that good listeners engage in mental activities while listening, meaning in a conversation or a presentation an excellent listener searches the meaning of the verbal communication into nonverbal communication (body language) to check whether nonverbal confirms or contradicts verbal communication.

               Leadership Skills
    A leader is someone with a set of qualities followed by others, this type of individual is believed more successful than others. For some people leadership can be exciting and rewarding while for others can be quite risky. Everyone can develop leadership skills if motivation is allocated appropriately. Leadership enables individuals to inspire others, create a friendly environment, to have a vision on situation and things, to be able to differentiate from anybody else, handle emotions and managing relationships.
   There are three models of leadership, however I am going to remind the one I believe is the most appropriate for myself: The Ohio/Michigan University Studies, Hersey and Blanchard’s (1977) Situational Leadership Style and the last but the one I find the most important for me, Servant Leadership.
        The Servant Leader
   In 1970- as a senior executive at AT&T, Robert Greenleaf (2002), published some opinion regarding to what a good leader was into his own eyes. He argued that the leader should serve himself first, showing humility so others will follow. The effectiveness of this style consists in the following question: Will this servant leader inspire others to become the same type of leaders? 
Peter Senge, John Kotter among others showed plenty of support towards those ideas, however others believed this specific type of leadership is good in western media.
      As far as I am concerned this style of leadership is relevant for myself because I believe it is inspiring for others to adopt the style of a servant leader. Since I know myself, I serve my parents and siblings being the oldest daughter and sister.  but I believe not everyone can adopt this style of leadership because we are all different in many ways. 
            Conclusion
     Employability skills are essential in developing as a student or as a professional. Every individual aspiring for a bright successful career that soft skills will give them the opportunity to differentiate themselves from others according to Trought (2017).
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